PITLE OF ASSIGHMENT

25X1 I. vital Records

II. Records Control
Schednles

25X1 III. Forms Management
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STATUS AND RESULTS

Approved the revison of Vital Records Deposits
Schedule providing for the transfer of AKE
Testing Records from OIR to Medical Office.

Approved a revision in Records Control Schedule
for Special Regisdery OCR.>. 7 edul

Approved a revision in the Records Control
Schedule for the Office of Persomnel providing
for the destruction of Trial Balance Listings
for the Insurance Branch after five yeers.

Approved a revision in the Schedule for the Office
of DDI providing for a transfer of certain records
to the Records Center after 2 years.

Review of revised Records Control Schedule for
OrR completed.

Completed 25 nev and 18 revised forms;
eliminated two existing forms.

Fegotisted with the manufacturers representative
for the replacement of imperfect Information
Report forms (00 Contact)

Completed two speclal forms for Commo. concerning
Cryptographic operations. There are 15 more
such forms to be developed.

Completed 2 new forms for Security Records
Division %o be used in a special test of
50,000 Punch Card Items on the Security Index
file.

On hand five (5) new and four (%) revised forms.
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1v. Survey of Organization, [ 1 a. Completed the gact finding phases of this survey. 25X1
Fanctions end Procedures visited the Army Cable Center to see their 25X1
of Signal Center Archives ] jures and operations. Visked Stations[ |
Branch, Como. with Chief, Signal Center. of
the Office of Executive Director hes requested 25X1
& copy of our report.

25X1

25X1 v. Shelf File ] a. Developed for FI Staff/DDP & plan for the use
- of four sechions of surplus shelving which
will replace seven h-drswer Correspondence
type Sefes and one Card gafe.

5. An Investory of surplus shelving in Agency
warehouses was cospleted by & representative
of the Art Metal Compeny. This resulted in the
jdentification of approximmtely $20,000 in
surplue equipment.

25X1 ¥I. Requisitions for 1 a. Arranged for OCR to use approximately 30,000
Special File Equipment Flexoline Strips which wvere surplus to the needs
and Supplies of Central Cover Staff/ppP. Estimated savings

of $60.00.

B, wWorked with several Branch Chiefs and the
loglstics representative in WPIC on the selection
of sppropriste filing equipment. In one instance,
they sgreed to cancel a requisition for Card
Files costing $737. snd to use surplus equipment.

2. Reviewed s requisiion from DR for Specisal
Sorting Bquipment and proposed & substitute
which is more suitable for their reed.

4. Disapproved s requisitlon fron the Central Cover

Staff, DDP for equipment costing $1160. Their
need will be supplied from the existing gsurplus.

e. Approved 3 reguisitions for Speclal Equipment
f#rom various Agency components.

25X1 1] a. Obtained special file folders for FUD.

-,
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25X1 VII, Operation of Records |:|

Center and Vital
Records Repository

25X1 VIII. Records Mansgement
Survey, Operations
Division, DD

IX. Miscellasneous
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STATUS AND RESULTS

Received 868 cu. f£t; destroyed 632 cu. f£t;
furnished 11,285 references. The Reference
workload was reduced about 65% from the previous
mopth ag & result of the transfer of some of
the most active IDP records to Headquarters.

Approximately 600 cu. ft. of DDP records have
been peturned to Beadguarters; gbout 1500 more
cublc feet will eventually be rétmrned.

4 special Open Shelf PFiling installation has been
esteblished to house and service extra coples
of Agency Regulations.

The offices of the General Counsel and the DDP
requested that we umake special trips from the 25X1
Center to their respective offices to deliver

urgently needed files.

|vegan & course

I
at American University entitled, Plaoning and

Adminigtration of a Records Program!.

Completed survey. Some of the results consisted

of elimingtion of 7 eu. £t. of records, establishment
of Subject-Numeric Flle System, development of a
Records Control Schedule, and the establishment of

8 Records Control System. 25X 1

and I completed a three day Survey--
Tour of &ll components in OCR We will formulste
some proposals for the maintenance and disposition
of certain basic OCR records.

25X1

| completed a Records

I
Disposition Workshop at Reglon 3, GSA.
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IX Miscellaneous (contlnumed)
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_STATUS AND RESULTS

¢. [ ] attended the 1963 Netional Health 29X

Agencles Campaign and Federsl Scrvices Joint
Crusade Kickoff Meeting on 19 Februsry at the
Interdepartmental Anditorium and the Agencies
Eickoff Campaign on 21 February in the Hesdquarters
Auditorium. Contributor envelopes will be
distributed by Xeyman to esployees in March.

100% participation is awticipated.

5 of the 10 Wotorized Shelf Units for the Medical
Office have been installed. The remaining 5
are due tc be installed about 15 March.
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FEBRUARY 1963 . Forms Activities

Approved For Release 2005/11/21 : CIA-RDP70-00211R000500090012-3
NEW REVISED TOTAL

DD/ 2 14,000 2 5,000 b 19,000
DpD/P 9 31,699 2 54,000 11 85,699
- DD/s 14 76,920 1 6,000 15 82,920
DCI (Inc. Compt. - - 3 630,000 3 630,000
IG, Cab. Sec.
ete 0)
TOTALS 25 122,619 8 695,000 33 817,619

OBSOLETE: 2 Forms (SF 1016, TD 426)

AGENCY FORMS 1756

OGA FORMS 188
TOTAL TOh%
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